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I Person io c o n t a y -  

Douglas M. Haire 

See attached. 

~~t ~ ~ ~ . I  _- . _____ ~ ~ -~ ~~ I__ 

1 .  This file contains the following documents (include form nurnbe:r and tltles. if any, and fjle arrangement): 

Dbcuments relating to: designing systetlls (&. e. ,;methods and procedures) f o r  carrying out various 
a c t i v i t i e s  undertaken by MARTA. (Each y s t e m  cons t i t u t e s  a project . )  

. . .~ ,., Includedare: (1) 'Defini t ion of t h e  pro jec t ,  .. . .  . . 

i ' - <  ~- .. 
.. .. . ~ , . -. . .~ . . .  

i .  
:. li 

. -I i~ . ., ._<!  ' - (2) '  Survey 6 f  p6SSible -systems,,. : ~ . -  ' 

.'.1,;-.(3) Descr ipt iod of t he  preliminary design of t he  recommended syetem,. 1 . : 
F,le is arranged:(4) Detai led descr ip t ion  of t he  recommended system (sometimes i n  published form: 

( 5 )  Approval statemen.ts by management adoptkrlg the  recommended system, 
. (6) Various working papers created i n  s e t t i n g  up and t e s t i n g  the  v i a b i l i t y  of 

. /  
t he  recommended system. 
computer pr in touts .  

These papers of ten  are computer input  documents or 

(7)Periodic progress Eeports  on the  s t a t u s  of t he  systems. 
F i l e  i s  arranged a1 

!. Equipment ~~ Occupied ~~ ~ 

~~ - 

Letter-size Fde Drawers 
, _  

Lega'l-sce File Dravvers 

. .  .. 
3 0 1 2  

- I  

i abe t i ca l ly  by - name.of project: 

. . ~ 

.. 
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< 
~ -~ ~ ~~~~~~ _------- ......... ~ .. _-.- .-&_-- __yDI_c-.n-*._7~i.-._ . _l~.. ....... *.__*-.._, ... .., * 

QUESTIONNAIRE Place an "x" in the proper column. It answer is "YES." p ~ d * e  explain 
~ . . .  

. ,  . - .  YES NO 
13. D(1 

14. i 3 

15. [ X ]  fi 6 
description of system i s  i n  Publication Record S e t  and often i n  Assistant General Manager' 
16. [ ] [X ] Does the series contain classified information re,quiring'security handling? Subject- 'Files. ? .:~' 

17. [ ] 

18. [ x] 

19. [ ] 

20. [ x] [ 3 Does the record eries provide data as input to an EDP file? See no. (6) Ph:-.item 11. 

21. [ X] [ ] Does the record series contain documentation produced as EDP~ printout? See no. (6) i n  i t e m  11 

22. [ 1 

] Is this the Record Copy of the series? 
, ,i 

- .~ . 
, , *  

I 
[X ] Is there a duplication of this series in  another office or agency? 

. . .  ~. .... 
t a ? '  

thei<formation contained in th is series ever summarized or published<Attach COPY. D e t a i l e d  

. 

[ X ]  Does the series initiate, amend or terminate agency policies and procedures? 

[';I Could the function be performed if the files were lost or destroyed? 

[ X I  Is the series (or major portion of it) regularly microfilmed? If yes, why? 

... ~~ . . .  . ,  . . ,  . , 

.. . .  

*r' 

[ X I  Has the Federal Government issued instructions governing retentionldisposition of these files? 

. . .  . .  .. , . . _ _  . . 23. [ ] 

24. 

[ x ]  Will there be a need for these records 10, 15 years from now? If yes, what? - -.-*___?.. . - ~~~ ~ ,-.- ~___-___.____j_..- -.--i-,~_I._ 

REQUIREMENTS. The following requires the fjles to be kept .In.-. .... years. 

. [ 1 STATE b. [ 3 STATUTE OF c. [ ] AUDIT d. [ ] FEDERAL e. 6u(] ADMINISTRATIVE f. [ 3 HISTORICAI 
LAW LI M ITATl ON PERIOD LAW DECISION VALUE 

'(Cite Law, Statute, or other reason for the retention requirement) 

..... - ________.-_- 7.~_- .~__,  . ~~ -...-*__________ ~ 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off a t  the end of each 

] CALENDAR YEAR - 1  ] FISCALYEAR - [ x ]  Other 

[ 1 Hold in the current files area pet form month(^)/- year(s): 
. . ~  ,Transfer . to [ . . .  1 State, Records Center [ 1 'Local Holding Area; hold .,_-_year(s): 

L 
\ 

[ "  1 Destroy. . . . .  .~ . .~ . '  I . . .  
. .  

~~ 

.. [ 1 Transfer to Archives for permanent retenrion. 

[XI Other: (Specify) Upon ins ta l la t ion  and opeqation .of each~ project systeB. place a l l  papei 
1 Destroy immediately after cut-off. 

i n  inactive f i l e .  
area 1 year, then transfer to State Records Center, hold *years;-. then destroy. 

Cut inactive f i l e  a t  end of each, calendar year, hold i n  current f i l e s  . .  

. . .  . .  . .  .~ !. , ~ - .  . ,  : ,. . 
* :  . . . .  (Indicate briefly rationale for recommendations aboveloi  write^ additioiial remarks): 

.~ 
. .  

.~ - - .  ~. ~ 

. .  .~ . 
~~ 

. ,  
. .  .. 

~ .. .~ . . . . .  . . . . . .  .: I .  , c < . . :  . .~ 

~ . ,  . 
A .  

_->-.._-_. ~ . ~ _  . ~. 

Date 

Approved MARTA Management Adwsory Committee 

- ..... -~ 

.. . .  
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DIVISION OF MANAGEMENT SYSTEMS ---- 

Functions and Responsibilities 
-I_ I 

,i 

The Division of Management Systems is responsible for system . 

development and .operation of the Authority's management information, 

planning, control and related systems. The division is also 

responsible for providing computer processing and related support 

*t 

services, management analysis, records management, and forms , 

management capabilities. 

Specific responsibilities are to analyze the Authority's 

planning, control, and information systems: provide advice and 

counsel about the Authority's management information require- 

ments. This includes advice on effective systems and computer 

applications; design, administration, and maintenance of 

effective information, planning, and control systems; provide 

guidance and advice to management in examining and defining 

objectives for existing or proposed systertls and in the design 

of improved systems; recommend, as necessary, use of automated 

equipment in Authority operations and processes; perform 

software evaluation and selection studies for the Authority and 

provide stai'f and procedural controls to operate computer 

facilities. The Division of Management Systems also maintains 

liaison with data processing software and hardware vendors, 

nthcr t r - n - i  t prnp,-rt icr  ~ ~ - t - ~ r n , t  i o n  - r + i . - i  b i-? -nA o ~ ? - r r  



1 r 
Division of ~ Management Systems -- --- 

I 

,i 

:2  

I 

public agencies relative to their automation activities. 

Also performs special management studies directed toward 

development or improvement of procedures and related activities. 

I 
. ,  

Approved 

t . 

.-' 

l' ? 

I 

by: :Alan F .-&$&'-- 
/General Manager 



Dept. of Finance allrd Administration 

The Divisim of Management Systems i s  responsible fo)* systems design, programing, 
naintenance, and centralized data processing o f  NAKTA's information systems. The 
Div is io i7  develcps and administers t h e  Authority's records manigement, forms control,  

_ _  pol ic i ss ,  and procedurestand condlrcts matiagement analyst functions for  a l l  s ta f f  
e lemnts  within the Authority. 

i Documents re la t in  t o  the design, development, and implementation o f  an automated 

program source code listings, flow charts, t e s t  resu l t s ,  f i l e  layouts, input lay- 
outs, o u t p u t  layouts, program narratives, and related items. Files are arranged 
a1 phabetical ly by project name. 

data system. Inc 9 uded are work programs, reports, studies, correspondence, memos, I 

! L 

I 

J 



$:t 12 there  a du? l ica t ion  of t h i s l s e r i e s  i n  another o f f i c e  o r  agency? Q ~ z s a ~ f w s  
. 

15 I i  the information contained i n  ;his series ever swnar i zed  o r  published? U’C.. a ~o 1 
# . .  i ,  

I 

fb Does the  s e r i e s  contain classiEied inEohat ion  requir ing securi:y handling? 0 Yes pJ No 

17 Coes the  ae r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  2nd procedures? DYf5pJ No 
19 

19 Is :he series ( o r  major portion of i ~ )  resu lar ly  microfilmed? If yes, why? 

Could the function be perFoned i f  the f i l e s  were l o s t  o r  destroyed? 

20 Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  

I 
21 

22 

Does tLe t eco rd  s e r i e s  c o n t a i n i a ~ c ~ ~ n t a t ~ i l _ n . ? r o d u c e d  ,F  as^ EPP p r i n t v G ?  . ~ ~ :~ .  ~~ ~~ ~ ’ ’  ~ J-j&Jl:$l, - 1~ ~- 
~~ .~ . 

‘Has the Federal  Goverqent  issued instructi0r.s governing the re ten t ion /  d i spos i t ion  of these f i l e s ?  0% a N O  ! 
.23 

2+ RmU1RfMZHTS: 

Will t he re  be a need f o r  these records 10, 15 years f ron  now? I f  y r s .  what? OYeSljlHO 
LI_~__.-__-I_ L_ ,-_-. :_____.__ _I ..___c_I___ ~ I.____._____l__l_-l_ ------------- 

Tnnz fa.11Gxing requires  the f i l e s  t a  be keptJ-.-_years: (CIte or attoch copy of Law, %*ufe. or oihev reason 
fcr the retentian requirement. 

. :  
I 

fl Admlnistrative 1 p & r i c a l  0 ::::Ed Decision 
S ta tu t e  of 0 .Limitation 

17 ;;;te 

25 REcOhwEHD!4T\ONS -Methods: T h i s  u n i t  recommends t h a t  the  f i l e  s e r i e s  be cut  off a t  the end of each 
t 

0 CeLendar Yaar Fisca l  Year Other , then: 

i 
! OHold in the  ccr ren t  a l e s  area 1 )hXX&&/yeara: then 13 Transfer t o  

.-q G ?(J)J -, . 

S t z t e  Records Center; 

. .  - .. . ,  

* s m  years; then . $:Destroy; :or XBTransEer- t.0 Ste t c  Archives f o r  peraanent r e t en t ion .  
, - A . ~ L * ~ . .  , , ~ J  

I .  , . ,  
.. 

i . .  ~ ODeStrOY a f t e r  C u t - o f f .  
i3pA.ratiflq \r?sfrutisns: 



Exact S e r i e s  Title 
Management Systems Dead ProjectFI!_e ~ - ~ __  

Es tab l i sh  D i s p o s i t i o n  Standard r e s e n t  Accwrtllatisn; 
Recard will c m t i n u e  to a c c m u l a t e  ccutzulat i o n  A n t i c i p a t e d  

,1 !n:Iusire p...ircs of s~~-;?~ 

: . 1372 - Present - _ ~ _ _ _ _ _  ... ___ ____ __ - ~. . -- ~ 

Action I?equested 
I.E.st i s  t h e  f u n c t i o n  of t h e  o f f i c p  ir. which t h i s  r e c o r d  s e r i e s  is creaced?  
__._i__._ . ..---,, .- _-____ -ID ___._I. .. - _--_ -_-_.-- 

3 
? 

The Eivision of Management System i s  responsible for systems design, programming, 
inaintenance, and csntralized data processing o f  EAi),T!!'s i n f o :  !wtion systems. 
Division develops and administers the Authority's records management, form control, 

The 
- pa?i:Ses, an:! procedure$ and conducts management analyst :UK?~GES for a l l  staff 
' elements within the Futhority. 

_- -. -- - - .  -- 
7 Thtr .  f i l e  r o q t a i 2 9  t h e  fol?o.ying docwents:  

Documents relating t o  the design, development, and Implementation of an automated 
data  system. Included are work programs, reports, studies, correspondence, memos, 

i program source code listings, flow charts, test  results, f i l e  lauouts, i n D u t  lav- 
outs, o u t p u t  layouts, program narratives, and related items. Files are arranged 
alphabetically by project name. 

- 

1 

. 



I’+ Is th - re  a d u p l i c a t i o n  of t h+  s e r i e s  i n  another  o f f i c e  or agency? , ~ ‘ ~ Y Z 5 ~ N O  

!3 

15 

I7 

Is the i n f o m i t i o n  con ta ined  i n  t h i s  s e r i e s  eve r  summarized o r  publ ished? 
i .  Ye* [ill No 
! 

Does th? s e r i e s  c o n t a i n  c l a s s i f i e d  i n f b m a t i o r .  r e q u i r i n g  s e c u r i t j  handling? 

Doe:; the sc:Les i n i t i a t e ,  amend or terminate  agency p o l i c i e s  and procedures? 

YES lilJ No 
r ] Y = m  No 

. .  

I &  Could t h e  f u n c t i o n  be  performed if t h e  f i l e s  were lost or destroyed? 

13 Is t h e  seriei  (or major p o r t i o n  of i t) r e g u l a r l y  microfilmed? If yes .  why? IJY-Q NO 
W Dbzs t h e  r-cord s a r i e s  p rov ide  d a t a  as i n p u t  to an EDP f i l e ?  El Yes 0 No 
21 Dorg’ tL: Zecord_ s3rCar a m t a i  &;ca;rttt.i;icr: proctuced as EDP p r i n t o u t ?  - ’ . .  l i l Y & P i N o  

a YeSB No 

22 ‘Has t h e  Fede ra l  Gsvernoent i s s u e d  i n s t r u c t i o n s  governing t h e  r e t e n t i o n /  d i s p o s i t i o n  of  t h e s e  f i l e s ?  0% No 

23 

-2‘t RiQUIREMEHT3: . , 

W i l l  t h e r s  be a need f o r  t h e r e  r eco rds  10. 15 yea r s  f r o a  now? I f  $ e s ,  %hat? 

-~~--_~..~____.-.._..-..I__- - -___..?_ . .  L_I~ 

.The f o l l o w i n s  r e q u i r e s  t h e  f i l e s  t o  be  kep t  2 j e a r s :  (Ute  or attach copy of Law, St$ufe. or other rea50n 
for the  refention reqoirement. 

Historical 0 F e d e r a l  Admin i s t r a t ive  c] $::i:d Law Dccision !J Value 13 . L i n i t a t i o n  . 
S t a t u t e  of 

-r -_-_. ~ -.-,--.._ ~ ,__,_-_.__ ~~-~ _ _ _ _ - - . ~  -1.- -- .--- ___ --.-.. --. 

25 ~ ~ # ~ f ~ ~ M D A ~ \ O N S  --ethC&: This unit recommends t h a t  the f i l e  series be  c u t  off  a t  the, end of each 
I 

then: Calpr.dqr Year F i s c a l  Year O t h e r  -. 

U H o l d  in t h e  c u r r e n t  flles area-.- month&/yearl: +hen Trans fe r  t o  S t a t e  Re.cords Cen te r ;  

. .  . .  ~ . .  , . I  ~. 

.:Ah - 2 3  ---~.--=&year5; then E D e s t r o y j .  br B T r a n s f e r -  t o  Stst, Archives f o r  pernanent  r e t e n t i o ? :  

. 

0 DEstrny A f t e r  cu:-off 
Opratinq \r.-3triitisns : 


